
TITLE  430 - STATE RECORDS ADMINISTRATOR 

Chapter 8 - PRACTICE AND PROCEDURE OF THE ADMINISTRATOR 

001 Records Management D i v i s i o n  
. .  

. .  
.. . . . 

001.01 The Records Management D i v i s i o n   o f   . t h e   o f f i c e   o f   t h e   S e c r e t a r y  
o f t e  sha l l   hand le   t he   rou t i ne   da i l y   paperwork  and o f f i c e   d u t i e s   o f  
t he -Admin i s t ra to r ,  and  such  duties  as may be requ i red   by   t he  Board. 

. .  . .  

001.02 The D i r e c t o r   o f .  Records Management s h a l l   b e   t h e   D i r e c t o r   o f  
the  Records Management D iv i s ion .  

Records Management, s h a l l   b e   u s e d   f o r   t h e   a c t i v i t i e s ' o f   t h e  Board, t h e  
001.03 All approp r ia t i ons  made f o r   t h e ' E n f o r c e m e n t   o f   S t a n d i r d s  - 
Admin is t ra to r ,  and t h e  Records Management D i v i s i o n  as necessary  and 
proper   to   e f fec tua te   the   purposes   o f   the .Records  Management Ac t  and t h e  
Rules.  and  Regulations  promulgated  thereunder.' 

001.04 All a u t h o r i z a t i o n s   f o r   e x p e n d i t u r e   o f   f u n d s   a p p r o p r i a t e d   f o r  
Records Management sha l l   be  made o v e r   t h e   s i g n a t u r e   o f   t h e  
A d m i n i s t r a t o r   o r   h i s   a u t h o r i z e d   a g e n t .  

002 Forms f o r  Records  DisposJt ion .. . .  . 
. .  

' .  :. . . . . . .  ~. . .  . . . .  : . .  . . .  .. . .  . . .  . .  . ., . .,; :.. ; i , 

002.01 All ' r e q u e s t s   f o r   r e c o r d s   d i s p o s a l   w h i c h   a r e   s u b m i t t e d   t o   t h e  
- s t ra to r   pu rsuan t   t o  430 NAC 5-002, s h a l l  be  on  forms  provided  by 
the   Admin is t ra to r ,  i n  t h e   g e n e r a l   f o r m a t   o f  Form'RMA 1, 'a t tached.  

002.02 All n o t i c e s   o f   c o m p l e t i o n   o f   r e c o r d s   : d i s p o s i t i o n  made pursuant  
t o  430 NAC 5-002.07, s h a l l  be  on  forms prov ided  by   the   Admin is t ra to r ,  
i .n   the   genera l   fo rmat .   o f  Form RMA 2, at tached. 

002.03 N o t i c e   o f   t r a n s f e r   o f   r e c o r d s   s h a l l   b e  made on  forms  provided 
A d m i n i s t r a t o r  i n  t h e   g e n e r a l   f o r m a t   o f  Form RMA 3, at tached. 

002.04 R e g i s t r a t i o n   o f   m i c r o f i l m   p r o j e c t s   s h a l l   b e  made on forms 
. p r o v i d e d   b y   t h e   A d m i n i s t r a t o r   i n   t h e - g e n e r a l   f o r m a t ' o f  Form RIM 4, 
attached. 

002.05 Requests f o r   a p p r o v a l   o f   r e c o r d s   r e t e n t i o n  and d i s p o s i t i o n  
schedules.,and the   app rova l   t he reo f   sha l l . be -made   ow fo rms   p rov ided   by  
the   Admin i s t ra to r ,  i n  ' t h e   g e n e r a l   f o r m a t   o f  Form RMA 5,.attached. 

002.06 Repor t s . .o f   reco rds   d i spos i t i on  made pursuant   to '430 NAC 

genera l   f o rma t   o f  Form RMA 6, attached. 
5,-003.02, s h a l l   b e  made'on  forms  provided  by  the  Administrator i n  t h e  

. .  
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002.07 Instructions for  completing  these  forms shall be available 
from  the Administrator. 

. . . . .  . .  . .  . .  

003 Determinations  of  the  Administrator 

003.01 The  Administrator shall make all determinations required of 

promulgated  thereunder in writing in standard letter  form,  which 
letter shall carry his  signature and the.sea1  of  his office. 

the  Records  Management Act  and the Rules and Regulations 

i ' ;  

004 Declaratory Rulings 
, .  

004.01. 'A petition for. a  declaratory ruling  may be filed'by  any 
interested-person,  who shall be the petitioner,  with respect to the 
applicability  to any person., property or  state  of  facts  of  any  rule  or 
statute  enforceable by the  Administrator;  who shall be the respondent. 

004.02 Such petition shall state  the venue, the  specific  subject 
matter, and the.name  and.address  of  the petitioner; shall contain  a 
short and  plain  statement..of the  grounds.on  which  the Administrator's 
authority-or  jurisdiction depends; shall contain  a  specific  statement 
averring  the legal capacity  of;the  .petitioner  to  instigate  the  proceedings; 
shall concisely  set  forth all material facts upon which  the  declaratory 
ruling is asked, plus a:statement of  the  question or  type  of  relief  with 
which  the petition is concerned; and shalljbe  signed by the 
petitioner. :. . . . .  . .  . .  . .  . .  

004.03 Within 30 days  after 'receipt of  the petition., the 

shall state  that he will not issue  a ruling. 
Administrator shall issue any ruling  deemed necessary and  proper, or 

, -. 
. . .  

005 .Promulgation,  Amendment  or Repeal of Rules 

005.01 A petition for  the  promulgation,  amendment or repeal, of any 
Z u b j e c t  to the  authority  or  jurisdiction of the  Administrator may 
be filed by an-interested person. Such interested person shall be the 
petitioner and the  Administrator shall be the respondent. 

005.02 .Such petition shall state  the venue, the  specific  subject- 
matter,.and  the  name and address  of  the petitioner; shall contain  a 
specific  statement  averring  the legal capacity  of  the  petitioner  to 
instigate  the proceedings; shall state in precise  wording  the present. 

and the  reasons  for such promulgation,  amendment or repeal; and shall be 
rule  to be repealed or amended, or  the proposed rule  for  promulgation, 

signed by the petitioner; 
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t h e a r d  for  action .at its next  meeting,  which shall be called.within 
005.03 The Administrator shall receive the petition and refer it  to 

30 days  after receipt by the  Administrator of  the petition,  and such 
action shall be governed by the rules o f  the Board. 

'. . . 
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S T A T E  O F  NEBRASKA 
SECRETARY OF S T A T E  
RECORDS  MANAGEMENT DIVISION 

' ' FOR RECORDS ACTION 
APPLICATION FOR AUTHORITY 

Date RMA# 

Department  Division 

Title of Records 

Dates -Volume Arnngemrnt 

Stalules Affecling Retention 

DESCRIPTION AND USE 

AUTHORIZATION REDUESTED: (Check one1 

1 a. D W ~ I  OF p&nt  sOumu!ation ot nonamnt rem& 
1 b. Establish mention schedule fw cunmt m o d s  
I c. Microfilm and retain nigirwls I F a  Security) 

1 e. Transfer to Reends Center or other norwe 
1 d. Microfilm and denroy originals 

I 1. Transfer to State  Historical  Society for perrnanent,etention 
., . 

. .  

SUBMITTED BY: 
N-o io t iDb l  711,. 

Request Apprwed Denied Reason 

by 
. .  N.m. TWO 

RMA 1 
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SECRETARY OF  STATE 
RECORDS MANAGEMENT DIVISION 

RECORDS COMPLIANCE STATEMENT: 

APPLICATION 8 

This is to cqtih, that in ocmrdanm with the authority  granted by the STATE RECORDS BOARD on Authorization  For . * 
R k d s  Action # . dated 

mS following  action w s  taken: 

INSTRUCTIONS: lnddb title of d. volume, m i n g  dates of r w r d s  involved. action taken. 
. .  

. .  

. If dlyasal action taken. ,please mmpleta this &in:' Cubic f m  of records d&oyed: 

Method of dktrunion: b a l e d  for w a ~ a  t -  1: shredded 4 I : burned I 1: other 

Demrnmt official 

.. 

RMA 2 

AGENCY COPY 
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STATE OF NEBRASKA 
SECRETARY OF S T A T E  
RECORDS  MANAGEMENT DIVISION 

TRANSFER OF RECORDS 
Date RMAff 

Material received 

To A r c h i i  a d  Re&rdr Center Room Area 

oepamem . .  Division 

Title of Records 

Data Volume 

DESCRIPTION 

I 
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v . .  

SECRETARY OF S T A T E  
STATE OF NEBRASKA 

RECORDS  MANAGEMENT  DIVISION 

Date RMAX 

The following records are to be microfilmed  in amrdancn with Nebraska microfilm standards. 

Department  Diviswn 

Title of Records 

9 a t n  Volume Arrangement 

DESCRiPTlON ANDUSE 

Disposition of r-dr after filming:  bale for w&?e shred return to Originating demrtment 

sent to Archim. to Rcmrdr Center Sccurlty film 

D.e.rtm.nx H& Q R-dl 0llk1 Tltl. 
Signature 

Film filed Roll Numbs 

Originals w e  . 

Date 

RMA 4 
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REQUEST  FOR  APPROVAL OF 

RECORDS  RETENTION & DISPOSITION  SCHEDULE 

I TO: STATE RECORDS-ADHINISTRATOR 
STATE OF NEBRASKA t I L 

PART I - AGENCY  STATEMENT 

I n  accordance w i t h  L.B. 641,'1976 Leglslature,  approval  of  the 
attached  records  retentlon and disposit, ion  schedule  by  the 

periods and d isposi t ions have been recomnended by t h i s  agency 
State Records Administrator Is hereby  requested.  Retention 

a f t e r  a c a r e f u l   e v a l u a t i o n   o f   a l l   f a c t o r s   l i s t e d   i n  
L.B. 641, 1976 Legislature. 

S l O u N l l  
c 

T t n E  I DATE 

PART r r  - ARCHIVAL APPROVAL . .  

The attached  schedule has been analyzed, a l l   a r c h l v a l  and 
h i s to r i ca l   ma te r ia l  has been proper ly   iden t i f ied .  no d ispos i t ion  
except by t ransfer  to  the  State  Archives has been recormendid 
for such material,  and th is  schedule i s  approved as submitted. 

.- 

S I C N A M  - S T A T E  *RCHIVIST 
UTE 

PART  I11 - APPROVAL BY STATE  RECORDS  ADMINISTRATOR 

The attached  schedule has  been reviewed i n  accordance with 
L.B. 641, 1976 Legislature, and i s  approved as submitted. 



=CORDS DISPOSITION RZPORT 

. .  

TO : STATE RECORDS ADH I NI STRATOR 
ADORLSI 

~~~ ~ 

.STATE OF NEBWSKA 

I n  accordance wi th  LB 641, 1976 Legislature, and the Records Retention and Disposit ion Schedules 
approved  pursuant thereto, the  following  action was taken: . .  

c IIS~UCTIONS: INCLUDE MI ICWEWLE. ILLTIOM. 8 ~rrn MI)LRS; T l n c  or n w n r n :  COVERIYC CUTES; VOLW; MI ltllcu TAILY. 

.. 

I I 
SEND ORIGINAL TO RECORDS MNAGEHENT DIVISION. RETAIN COPY FOR.YOUR RECORDS. 1 
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